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AR IREGUIRENIENTES

VERY IMPORTANT!!!
Pentium 120 MHz or higher

36 MB memory64 MB recommended to run reports
Windows 95, 98, 2000 or NT

Internet Explorer 4.1 (with server pack 1), 5.0 or Netscape
Navigator 4.5 or higher

Internet connectivity

128 Bit Encryption

IMO Support — Down Load JAVA Applets
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Approving Officials will receive their Username and Password from the RCO.
Cardholders can create their own Username and Password by clicking on and completing the On-Line
Registration section.



CARE EDI

ﬁil:.'i'-'lﬂf.l'ﬁliﬂ Tlildl.ll‘Fﬂh ; -
|| ek = = « D D) 3| Dutsarch rsmiee @iece | Tor 3l - 2 i

dcidrasr iﬁ] b raiiation] caes hir, com strviel oo Ltk cans Rnkchent SeEnon Sessnd el j o i
[ ESinisss s US.Bancon | =

{in-Lime Regisiratton Accowni Valideiion

Feelationship registration code ™ |

Tser prele code*| [ Ok B gm—

Cardholders will need to call the RCO to get the
Relationship registration code and the User profile code
information once they receive their card in the mail.

Wi - — e ; w— — T o




CARE EDI

: %, Hank CAHE - Hicansadl Inbeanet Explines
Fie Ede View Favoses Tool  Heip

|| biBack = =% DD | Dewch lFeeie @ieda F - M- o

didrass H'] i e Ced wibineh, corn s vii' Lo webank, ©aid FlnichEE dEshon SdsiorG e ke

On-Line Regisiration

Cadical
Aocount Mumbisr Flp Code™ Expiration Das”

| g <—
Add More Accounts

Help

Ly [

Top af b Page

Enter the data as it appears on your GPC card.




WU S Bank CAHE - Mool Inlemst Eaplowes

Fil= Edd View Famoies Toolh Help
daBack = = - ) 3] | QSemch [ajfavorkes Fiea 4 - S W - A

ﬂiﬁ'ﬂﬂ-lﬂ g raguiisbon ], cam ushsnk comyserdel foon ysbank. cas himlicant. seron S et eedel

Cancel
Haolp

|, Crui

On-Line Registration

Submit _

First name™

Last name®
Bddiess 1
Bddreas 2

|'||r

StataProvence
oy

LI Conie

at

Foresgn postal cods

Phara*

Fas

Enter Password Information Characte [S.

Ueer 10"

User Yerficabon *
Varficalion Respones’
Pasewand*

Bepeal Passsond "

Enter Confact Informatian

l,—' your GPC card came in.

" |LMITED STATES =

—

|— Middle infiat |_
,—' Enter the data exactly as it
I appears on the envelope

——
—

I
User ID must be 7 to 12

—
woTHERS Macen ke I Password must be 8 — 12

—— characters with at least one
| number.




CARE EDI

; LA HE. Logon - Miciasoll Inleinel Esplose
| Fle Edt View Favaites ook Hep

=18 x|

| $Back ~ = - @ ) 2| Qench [iFevsies FHor - B - O B

J.ﬁdd'm |ﬂ hitps: #fcmee ushank comdserdeticom ushark care Rimiclert session SessonSerdst

=] o || ks *

You must enter your
username and
password.

The first time you
enter your password
you will be prompted
to change your
password. It must be
8 - 12 characters with
at least one number.
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CARDHOLDER INSTRUCTIONS FOR OPERATION OF C.A.R.E.

This is the next screen you will have.
The following items are available.

Transaction Management is used to
enter your purchases, print your logs,
reconcile your accounts and approve
your monthly statement.

Reports are used to print your monthly
statement.

E-partners is not currently available.

Communications is not available.

Administration is used to change your
password.
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Click on Transaction Management.
(It may take a few moments to load so
be patient)

This is the section where you will
maintain the purchase Transaction
Log and Approve purchases made.

You can approve individual
transactions as they post to your
statement

Using the Transaction Log is
mandatory.

Highlight your account by clicking
on your account number or name.
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You must now click on a “cycle
date” to review and approve your
transactions.

Once you select a cycle date, the
other tabs at the top will become
active and allow you to select them.

Then click on the “Transaction” tab.
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You will see all the transactions
that have posted during the
selected billing cycle.
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You can see the status, date of
transaction, merchant name, etc.

In the middle of the screen you
will see 5 additional Transaction
Data tabs.
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Log Detail tab.

You can also Dispute
transactions from this page.
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Once completed, click on Save Log. This will approve the transaction, and change the transaction status
from pending to approved.

You will need to repeat this process for each transaction.
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This screen, “Reallocate
Transaction” will come up.
Right now all the fields are blank.
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Next to Alternate Accounting
Code, there is a drop down list.
Select the correct alternate line
of accounting.

Your Resource Management
office will give you additional
guidance.

FrmaRacdions Efosaatnes

L Saabug  Toana. Dele b il
\”—%mi:_ -
Arcnorhng Code: E—Aﬂl
L Segreent Marme

] lll..lﬂ :

ANEEREEE A



Once you have chosen the
alternate line of accounting, the

Accounting Code information L s ci
. \\
automatically populates. e v S
(You cannot change this Acxoting Clode:
iL Segrneni arme Wi L

information)

Type in the amount or

percentage of the transaction m\m I
be reallocated.
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cancel.
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DISPUTES HAVE TO BE SUBMITTED WITHIN 60 DAYS OF THE DATE OF THE STATEMENT
ON WHICH THE TRANSACTION APPEARS. You can dispute a transaction even if it was
previously approved — you just select the cycle date (statement) where the transaction appears and
then dispute the transaction by following the procedures above.
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After you have approved all your transactions for the billing cycle, you may now proceed to
approve your statement.

Click on Cardholder Accounts tab
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D. PRINTING YOUR MONTHLY STATEMENT

NOTE: All transactions must be approved prior to approving monthly statement
and printing monthly statement.
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Select the “No” radio button for Show
Allocation. If you select “Yes” it
shows all the accounting classification
data for your purchases.

For the Report Output, you can select Show Allocation: © Yes | |Ho

any one of these. For the best print
and legibility, select the “PDF” radio

button.
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BILLING OFFICIALS INSTRUCTIONS FOR OPERATION
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APPROVING YOUR BILLING OFFICAL
ACCOUNTS

Once your cardholders have approved their accounts, you as the Billing
Official must also approve them. Thisincorporates a“check and balance’ to
the expenditure of Government funds. By you approving the account, you
are agreeing the funds wer e spent properly and only for official
requirements.

To approve your cardnholders accounts take the following actions.
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Log into Transaction Management and click on the account and cycle
you want to Approve.
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Once you have the
account and cycle
identified, click on the
Cardholder Accounts tab.
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Select the cardholder you
want to approve.
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completed.
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IF CARDHOLDER IS UNAVAILABLE TO APPROVE
BEFORE 15 DAYS AFTER THE BILLING CYCLE

If your cardholder is TDY, Deployed or just not available to
approve actions immediately following the end of the cycle, you
can approve transactions as the cardholder. If it is 16 days or
more after the end of the cycle you CANNOT select act in behalf
of the cardholder, at that point only the billing official can work the
account.
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Fie View Hip
Waragng Aocoundz | Candholder Atenunts : | i |
Sefect & cardfhalder account fo vew suamay snfivmaiion,  being on berel of Cardroider? [ 4 =l
W B oroul Muhber, 4T1EI0ST5950404 Maraary Actounl Name CASTHER, BRIAN P /V
: Carhokier Account Murber i Cardroider Accound Hame Tobnl Amour Sy .
Once you Iogln and go to —— EESLICHAMP CLFTON,A 00 v 2
- aE— FERGLIECH JAMET
Transaction Management you R HERREN ENMETH L
[ ROUSER, LEWRERCE £ Lingpr reed
i ROLEER, LAWRERCE E Lineppereal

then select the account you
want to work. You will see
this screen.

If it is less than 15 days after
the cycle you can act as the

CardhOIder by SEIECUng yeS / Caraifiodaar Aceount Summany fnformaiion for Selecfod e

here. Then select the v i i
cardholders name and begin Syt Dol Transactons Agpeored
. Saalemesnt Sinhie Todad Aot Bpqadaed
working the account as sareciont Depuled
P ia i St (BT T ol Armddin] Depditedd

identified in section 1
SUbseCt|On B page 5 Toltd Mt of Trsrdaobins

Trwrmsciors Rajcted Tkl Ao of Trenescions
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i U.5. Bank C.A_R_E. Tranzaction Management

File “iew Help

Managing Accounts  Cardholder £

TraEaEtionE I Tirafr=aEtiann Loy I

Select 3 man3giig Fccotnit 3nd cyolé fo view sumnany riformation.

% Cycle Date []=
09/25/2001

Managing Accourt Mumber

07 2552001
062572001
05f2502001
04 f2552001

[~ [~
Mandginig Account Summary fermalion for Selecled Cyole

Cardholder Statements Pending: 2 Transactions Pending: 167 |::> Appraye |
20

Cardholder Statements Approved: 3 Total Amount Pending: F756.
Cardholder Ststements Returned: 0 Transactions Approved: 0
Total Mumber of Cardholder Accounts: B Total Amount Approved: 0,00

Tranzactions Dizputed: O
Total Amount Disputed: 0,00
Irvoice Amourt: 75620
Cycle Status: Unapproved Total Mumber of Transactions: 167
Total Amourt of Transactions: F756.20
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As aBO, you or your Resource Advisor may need to track or look-up the
expenditure of funds for certain periods of time. You can print a report
that shows how much is spent using the following procedures.

[l Ed Whew Faesdier Jeoh Help -
= .o+ @ 9 2 & | B B D )
Fisch Slop Aeimch  Home Gmach  Faworier  Higlosy L] Sm Pt

J'-dﬂ-::lﬂ i i b O e b oo b e hianbolen s i hon B i 0D e vt j o | |Links *

Click on Reports

Welcome to C.A.R.E.

3 n
P& ang e iR e

SomiE U.5. Bank will be installing dacabass enbANCemencE Over the &
wEsksod. --A.F.E. will b unsvailable fcom Friday,

Hapors SeprembeEr 28 AT 5 pom. CT theough Honday, {oroaber 1 ac 7
m,m. CT, .5, Bank apologizes for any inconvemismos that

thiz may caass.
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Under “Summary
Reports” click on
Monthly
Transaction
Summary.

] Hnma Page - Mimnznit Inlerned Fapleem pressidad by Ao Comhbal Conmand

Back foved Glop Peesh  Home 5umthlim|

» Duepennon Cercellation

3. Exception Eeports
& Dunstvalied Aecsads
& Deiicbs i M ulEsoeTalaoed
& [espeated Tesnsarlions
& [pparusl Spending & sHviy

4. Swmmary Reports
a 057 - Minonty Vendor Spemideng Summary
& 1009 - Vicelse Spizvkng Sushoh ar
& BMonibly Sgesn SLHELAEY

—» = Manikby Trenseslicn Summany

= [sgchapt Cabsporyr Shorgnary

& Tendor Analidis Sy

5. Diata Files

# Duwilieled Teansaeivon Fils

&. Transaction Management Heports

& Ceplvolder Full Trassaction Detel Repait
& Mamapee & oooaet Cetadbogion Sebas Fepaos
- 1. ﬁ

- x [

[ 8 e



Select the report you
want to run. To get
your monthly BO report
cllck_ On e dirsl |
selection.

If you are compiling
data for EPRS, Awards
or annua  figures, |
choose the second

selection and enter the
dates required.

- IR TP [ETEY L L 1 . -
e B 19 & &2 a I EH 3 “-
[t S Firarh e famzm  Fessnlmn oy Ml Prmd [}
E|
'_] [
£
. . . : B
Chelk Here if vou wesh 1o wse Debaah Daies (previons smenth)
=
Cligk here if vou want to select vour own range of dates =5
=
2
=
.

t]mfmmmmm1m 5 B nkired




For ease of reading/printing
and manipulation, select as
an Excel document. /™

Click Submit. /

Ebank.

LM.FALC

arezmer et honscon

Maonthly Transaction Summary

Wounld voun like to save this report as:

= i Excel Fie
© View i on-screen
= POF

.El:lmr

8 g et



Now you must identify the
account you want to print.
Select your “Levd Y

number (same as compan
number). /L

L} 2 i
o, 2 - T~ T B Y5 L .
| lack Stop  Flehath  Home Semch  Fasordss  Higloe Had Frind
-
MEbank
LM PAL.
Ghgriirris gl Dol
Llemthly Transaction Summary
Flease Seleri & Level
Leesl | Lowveld I Level 3 Lowel 4 Loveld 5§ Lovel & Lowsl T
(RNAE]  IXHEN}  (EENE]  IEWHE]  ICHER)  (NENE]  IEEEE]
U6 Q0OFT DOOSE  D4500 BB DOOO0 (0000
L . =
] haphapots cam whark condogbnit_cplbet s TEF_ax=RFTECLICKED_ k- [l B [ sanat
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"3 hitpe: / frepmiz coe wchank comdcogi-hindibe_cogfhismb, sxn ?PE_REQTYPE “REDMIRECTEPE_Furc-6F TRIKAR - Micioz . MEIE
This is the report you B £ Y lon Fee rk Bee So Fpoie Hb =
will receive. It is a Lsw B s e o we e b W

-‘lﬂw[ﬂ guoang sk, coinog-binibl_ opkibeaestoese PP _REQ TYPE-AEDIRECT LPG_Fur l.'-\.iI'.IHIHFJ'I'T'LI"I.'i_I-It--!r:'rl:H'a;I G0 | | Links ®

combined listing of all — -l L . ; —
your account holders for |35 it mm it A re—
. . 3 :i-‘1E-3 (L1 1T L0 CMES) S OO0 (LLLLE] ANDERGOMN ORFIE I
the penod Of time i |471E3 CO0ST o0es (4ES0 TG 00000 0000 ANDERSON DUIE -
s ] _-131['-3 IIIIIII-E-'-' QoS CHESD I 00000 ol {J-.EE-'-'ED'-J I:II:-:IE e
gedfied. Asyouoan s om mEm om S =
S there iS a |Ot Of data g _11:53 O0E7 Oo0EE 4600 MU 00000 0 ?JI:EE:';E-:j n:::é —
1EI_!::E-3 IIIIE-: = [MET] . 000 ] E;EELrI-:,:- EJSIIEFI;II_ —
on the report you may i oy i oo mmes o omn PecEreus e
n()t n l_ You Can EJ 163 (L1 L OoEs CWES] - 000 (LLnn ROBIN HALTERMARN M
“resize” the columns to }_?
18|
save sSpace and even |=
- '3].
hide/delete columns you |2
don't need (such as [ o
M4 B | W e b e PG _REQTYPE=REIDIRECTS: lo]  FOSCCRCRCRCRCRCR RN RN, |
Level 6&7) SO you can & 2 18 Gl

print your report.
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REMEMBER:
«Cardholders have 3 working days after Billing Cycle (23rd) to
complete Transaction Logs, reconcile and approve of purchases.

Billing Officials have 2 days after that to Approve Billing Statements.

Billing Officials can act in behalf of Cardholders and complete
Transaction Logs, reconcile and approve of purchases.

15 days after Billing Cycle, Cardholders are locked out of that cycle
and Billing Official MUST complete the above.



